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Welcome to the Los Angeles County
Statement of Economic Interests
Electronic Roster System
(County Related Agencies)

This user manual is intended to assist all agency Filing Officers/Officials in navigating
through the Los Angeles County Statement of Economic Interests Electronic Roster System.

The objective of this system is to provide agency Filing Officers/Officials the ability to review
and update their rosters in an interactive, real time environment and to electronically enhance
the notification process for Form 700 filers.

This online system will provide the ability to:

7
%

make changes to your agency’s roster in real time

% ensure that Form 700 filers are properly identified and that their information is
transmitted to the County in a manner that is more efficient and environmentally-
friendly

% easily obtain an up-to-date, complete filing status of Form 700 filers

% send out first notifications for Assuming, Leaving and Annual Statements
electronically

% retrieve electronically-filed Form 700 Statements for viewing and printing
% generate Status Reports

+ upload and store pdf documents related to individual filers




Getting Started

Welcome to the Los Angeles County
FORM 700 (SEI) Electronic Filing System
& COI Roster System

2016 ANNUAL FORM 700 DEADLINE - FRIDAY, APRIL 1, 2016

Log In Filing Officer Online Resources What's New Other Resources

caurornmarorm 700

FAIR POLITICAL PRACTICES COMMISSION

Gifts of Travel

A PUBLIC DOCUMENT

nstructions for information about other

details that must be disclosed.)

User Name:

Email questions to advice@fpg

Password: [
Related Links:

subject to 3 imit. Fi

the imit is 5460 from 3 sing!

Forgot User I1d/ Password?

il e e Ge e
during 3 calendar yes

"e-Filing supports the environment through paper reduction"”

The Form 700 Electronic Filing System is located at https://lacform700.lacounty.gov/Login.aspx
To access the Form 700 Electronic Filing System, you will need a User Name and Password. (If you are a

County employee, your User Name is “e” + your County employee number.) Please read the following
instructions regarding initial and subsequent entry into the system.

New User
Your user name and temporary password will be given to you in an email notification. Upon entering
this access information, you will be asked to create a new password.

Already a User?

Once you have created a permanent password, you will be able to access this system at any time. Note
that the Conflict of Interest Division will not have knowledge of your permanent password. In the event
that you forget your password, you will need to click on “Forgot User Id/Password” to create a new one.

If you are already logged on and wish to change your password, locate the “Change Password” function
in the blue title bar next to your name


https://lacform700.lacounty.gov/Login.aspx

Change Password

I Change Password

Quick Help

Paszword Requirements

our Pazswond:

Must be between 7 - 20 characters
Must include at least 1 number and
1 letter

Must contain &t l2ast 1 non-
alphanumeric character. Example: !
@#3

Can include uppercase and
lowercase letters

Can contain the following character
(=) @#%

Can not contain any spaces

Can not be the same as your
Uszemame.

To change your Online Password, first enter your current Password. Then enter the new Password you want
and confimm your choice by reentering the new Password. For your security, your Password must meet
several requirements. Please check the Password Requirements area to make sure your Password is
sufficiently secure.

Change Your Password

@ Password: | |

@New Password: | |
Confirm NEW| |

Password:
Change Your Security Question
€© Security | \V
Question: =

Osecu rity Answer: | |

el Change | [ Cancel |

Meed Aszsistance?

O Enter the temporary password you received via email or your current password

@ Enter anew password which meets the requirements listed above

© Click on the down arrow to choose a security question

O provide an answer to your question that will be easy for you to remember. (Your answer will not be

visible. For security purposes, it will appear on screen with a series of bullets like so “0 00 ®® ®")

e Complete the change password process by clicking on “Change” or cancel the process by clicking on

“Cancel”

Change Password Complete

Your password has been changed!

Continue

Once your password has been changed, you will receive a pop up confirmation. Click on to return

to your home page.



Home Page - Dashboard

2]

©
4]

(s

00

EOC@U@@} > QOV FORM 700 ELECTRONIC FILING SYSTEM LN Y
o
To Enrich Lives wough Effectve and Caring Service 2~
COI Roster Update System Welcome, Mr. Joseph Horvath [ Change Password ] [ View Profile ] [ Log Out ]
Agency: Regional Planning Department ° Type: County
Dashboard Agency Contact Roster Post Forms e-Filers Reports Documents
Select Dashboard: @i co(Qfers
Select Filing Year: s O
Assuming Office Leaving Office Annual Filing
Count Count Status Count
efiled 0 eFiled 0 efiled 0
Pending 0 Pending 0 Pending 0
Received 0 Received 0 Received 1
2 1.2 1.2
1 1 . : |
08 08 08 I B
g g g p
3 064 3 06 2 08
(&) (& (&]
04 4 04 0.4 | |
0.2 4 0.2 0.2 ‘ l
0 0 0 0 0 0 0 0 | |
04 ' 04 0
eFiled Pending Received eFiled Pending Received eFiled Pending Received
Status Status Status

After logging in, you should see your name in the blue title bar. You will also find options to change your

password, view your profile information and log out of your profile.

Your agency name should appear in this field. If you are the filing officer or filing official for more than one

agency, you can click the down arrow to toggle between agency names.

This is the Tab Menu. Click on each tab to navigate through various functionalities. Your main page displays
a dashboard which keeps count of all your agency filers’ Statements of Economic Interests. (Notice that in
this view, the “Dashboard” tab has been selected.)

Select Dashboard — select the type of filer information you wish to view on the dashboard.

® Selecting Filers (EO) will display data regarding only filers of your agency who submit their original Form
700s to the Executive Office of the Board of Supervisors

® Selecting Filers will display data regarding filers of your agency who submit their original Form 700s to
you
Select Filing Year - Click the down arrow to select the year of information you wish to view. You will find that
your selected year is defaulted to 2015. As you continue to use the system each year, your profile will build a
history of your agency’s data and you will be able to toggle between current and prior years
eFiled - View a count of all Assuming Office, Leaving Office and Annual Statements which have been
electronically filed

Pending - View a count of all Assuming Office, Leaving Office and Annual Statements which have yet to be
filed

Received - View a count of all statements, including hard copy forms you may have posted, which have been
received



Agency Contact

COI Roster Update System Welcome, Mr. Joseph Horvath [ Change Password ] [ View Profile ] [ Log Out ]

AQEeNCY: Regional Planning Commission ~ Type: County

Dash hoﬂ Agency Contact Roster Post Forms e-Filers Reports Documents

9 I Agency Information | edit

Regional Planning Commission
320 West Temple Street, Room B-50 Los Angeles CA 90012
(213) 974-6677

Agency Contacts

q Filing Officer / Official  ggjt QI Agency Head  Egijt QI Agency Code Contact  Egit

Horvath,Joseph Bruckner,Richard Horvath,Joseph
(818) 448-1088 (626) 744-4650 (818) 448-1088
dgarcia@bos.lacounty.gov RBruckner@planning.lacounty.gov dgarcia@bos.lacounty.gov

O ciick “Agency Contact” to view all contact information for the agency you have selected. (Note: Information

on this page is not displayed publicly and is only viewable to the user logged into the account and the
Conflict of Interest Administrator.)

(2] Agency Information - You should see the name of the agency you have selected, its address and your phone
number.

© Filing Officer/Official - This information pertains to the filing officer or official of the agency. You should see

yourname, contact phone number and email address.

(4] Agency Head - This information pertains to the Head (Director, CEO, President, etc.) of your agency. You
should see his/her name, contact phone number and email address.

e Agency Code Contact - This information pertains to the person who maintains your agency’s Conflict of

Interest Code. You should see the person’s name, contact phone number and email address.

Editing a Contact Record

To edit the last name, contact phone number and/or email address of any of your agency’s contact records,
simply click the “Edit” function.

COI1 Roster Update System Welcome, Mr, Joseph Horvath | Change Password | [ View Profile | [ Log Out |
AQencyt | Regional Planning Commission v Type: County
Dashboard Agency Contact Roster Post Forms o Hlers Reports Documents

I Agency lnformation@

Reaglonal Planning Commission
120 West Temple Street, Room B-50 Los Angeles CA 90012
(213) 974-6677

Agency Contacts

I Filing Officer / Officlal @ ’I Agency Head | I Agency Code Contact @

Horvath,Joseph Bruckner,Richard Horvath,Joseph
(818) 448-1088 (626) 744-4650 (818) 448-1084
dgarclia@bos, lacounty.gov RBrucknergplanning.lacounty.gov dgarclia@bos. lacounty,gov



Edit Agency Contact Record - Step One

Click Edit to open the contact record you wish to make changes to.

COI Roster Update System

Welcome, Mr, Joseph Horvath [ Change Password | [ View Profile | [ Log Out |

Agency: Regional Planning Commission

Type: County

!

Dashboard Agency Contact Rostor Post Forms o Hlers Reports Documents

I Agency Information tdi

Reglonal Planning Commission

120 West Temple Street, Room B-50 Los Angeles
(213) 974-6677

CA 90012

I Filing Officer / Officla |I Agency Head | gdi ‘I Agency Code Contact | g
Horvath,Joseph

(818) 448-1088
dgarcia@bos.lacounty.gov

Bruckner,Richard
(626) 744-4650

RBrucknergplanning. lacounty.gov

Horvath,Joseph
(818) 448-1088
dgarcia@bos.lacounty.gov

Edit Agency Contact Record - Step Two

Each field of information that can be changed will appear in edit mode. Once you have made your change, click

on Update To exit this feature without making changes, click on ' Cancel

(1) (2]
Agency Contacts Agency Contacts

I Filing Officer / Official

| Filing Officer / Official

Last Name | Horvath Last Name | Horvath
First Name Joseph First Name Joseph
Phone (818) 448-1088 Phone (B18) 448-1088

Email dgarcia@bos.lacounty.gov Email Jhorvath@bos.lacounty.gov

Update Cancel Cancel

Edit Agency Contact Record - Step Three

Click to confirm that you, the authorized user on this account, are submitting accurate changes to
this record. This action constitutes your electronic signature.

"

Message from webpage

(‘ﬁ"\l I confirm that I am the authorized user on this account and that the
¥ changesIam submitting are true and correct. By clicking the "OK"

button, I am providing my electronic signature.

[ OK ][ Cancel ] |




Edit Agency Contact Record - Step Four

You should receive a pop-up confirming that your edited information has been submitted to the COI
Administrator for review. Click “OK” to confirm that you have read this notification.

-
Message from webpage @

Your updated information has been submitted to the COI
Administrator for review.

Edit Agency Contact Record - Step Five

Notice that your contact record is in a “Pending” status to reflect that your edits have been submitted to the COI
Administrator and are pending approval.

Agency Contacts

I Filing Officer / OfﬁciaGEac'B ‘I Agency Head | ggijt
S’

Horvath,Joseph

(818) 448-1088

dgarcia@bos.lacounty.gov

‘I Agency Code Contact  penging

Bruckner,Richard
(626) 744-4650
RBruckner@planning.lacounty.gov

Horvath,Joseph
(818) 448-1088
dgarcia@bos.lacounty.gov

Edit Agency Contact Record - Step Six

To confirm that your changes were made, simply log back in and view your contact record. Please allow 1 -2
business days for your contact record to be updated.

Agency Contacts
I Filing Officer / Official  Egit

‘I Agency Head | Egjt ‘I Agency Code Contact | Edjt

Horvath,Joseph
(8
jhorvath@bos.lacounty.gov

Bruckner,Richard
(626) 744-4650
RBruckner@planning.lacounty.gov

Horvath,Joseph
(818) 448-1088
jhorvath@bos.lacounty.gov




Roster

“Roster” refers to your department’s list of persons whose position requires them to file a Statement of Economic
Interests (Form 700).

Agency: Board of Supervisors - Assessment Appeals Hearing Officers Type: County

Dashboard Agency Contact Roster Post Forms e-Filers Reports Documents Submit Form 700

@ select Filing Year: x5 (©)

@ Select Roster you Wish to View: @Filers (E0) OFilers
Department Head Certification Form

[Jok for Annual Rollover Process | Submit

e View Roster e Update Roster 6 View Pending Rosters

Last Mame First Name Position Category  Division = County Emp Email AQ Date LO Date
w W W 'l

Aikens Debra Azzessment Hearing Officer 1,23 Yes keldeb@sbeglaobal.net 10/24/08

Allen Annina Assessment Hearing Officer 1,23 Yes nallenreaf@hotmail.com 10/24/08

Earnest Matt Assessment Hearing Officer 1,23 Yes rambleinla@yahoo.com 10/24/08

Evans-Graham Mona Assessment Hearing Officer 1,23 Yes mona.graham@yahoo.com 10/24/08

O select Filing Year - Click the down arrow to select the year of information you wish to view. You will find that
your selected year is defaulted to 2015. As you continue to use the system each year, your profile will build a
history of your agency's data and you will be able to toggle between current and prior years.

O Sclect Roster you Wish to View — select which list of filers you wish to view

® Selecting Filers (EO) will display a list of only those filers of your agency who submit their original Form
700s to the Executive Office of the Board of Supervisors

® Selecting Filers will display a list of filers in your agency who submit their original Form 700s to you

© View Roster - Click this tab to view the names and affiliated information of all persons who are required to
file the Form 700.

(4 Update Roster — Click this tab to edit the individual information of each of your agency’s filers

O View Pending Rosters — Click this tab to view all recently submitted changes to your roster which are pending

COI Administrator approval

10



View Roster

This page provides you with a complete list of persons who are or who have been Form 700 Filers (for whom you
are the Filing Officer) and Executive Office Form 700 Filers (filers for whom the Executive Office is the Filing

Officer) at any time during the filing year selected.

Note: The Assuming Office date for your existing (Filers) has been defaulted to 9/30/15. This Assuming Office
date does not require correction. Going forward, the Assuming Office date for new filers will be accurately

reflected.

Agency: Board of Supervisors - Assessment Appeals Hearing Officers

Dashboard Agency Contact Roster Post Forms e-Filers Reports Documents Submit Form 700

Select Filing Year: |25 -
Select Roster you Wish to View: Ofilers (EO
Department Head Certification Form

[Jok for Annual Rollover Process = Submit

View Roster Update Roster View Pending Rosters

Last Name First Name Pasition Category Division County Emp. Email

' ' e '
Testor John Position Testor 1,2 Mo
Total Filer:1

dgarcia@bos.lacounty.gov

Type: County

AQ Date LO Date

12/16/15 11/19/15

Agency: Board of Supervisors - Assessment Appeals Hearing Officers

Dashboard Agency Contact Roster Post Forms e-Filers Reports Documents Submit Form 700

Select Filing Year: 205

Select Roster you Wish to View:
Department Head Certification Form

[JoK for Annual Rollover Process | Submit

View Roster Update Roster View Pending Rosters

Last Name First Name Position Category  Division  County Emp.  Email
'd 'd 'd 'd

Aikens Debra Assessment Hearing Officer 123 Yes keldeb@sbcglobal.net

Allen Annina Assessment Hearing Officer 1,23 Yes nallenrea@hotmail corm

Type: County

AQ Date LO Date

10/24/08
10/24/08

11



You can sort, filter, and export your filer data by filing year, the filer's name, position or County Employment
status.

|Qcounty »QOV FORM 700 ELECTRONIC FILING SYSTEM

To Enrich Lives through Effective and Caring Service

COI Roster Update System Welcome, Ms. Cheryl Noland [ Change Password ] [ View Profile ] [ Log Out ]

Agency: Board of Supervisors - Assessment Appeals Hearing Officers Type: County

Dashboard Agency Contact | Roster Post Forms  e-Filers Reports Documents  Submit Form 700

@ Select Filing Year: |5 @

Select Roster you Wish to View: @Filers (E0) OFilers
Department Head Certification Form

[JokK for Annual Rollover Process | Submit

View Roster Update Roster View Pending Roste ‘

9‘ Last Name l First Name l Position ? Category  Division  County Emp. lﬂall AQDate  LO Date
9 @ v e '

Aikens Debra Assessment Hearing Officer 1,23 Yes keldeb@sbcglobal.net 10/24/08

Allen Annina Assessment Hearing Officer 1,23 Yes nallenrea@hotmail.com 10/24/08

Earnest Matt Assessment Hearing Officer 1,23 Yes rambleinla@yahoo.com 10/24/08

Evans-Graham Mona Assessment Hearing Officer 1,23 Yes mona.graham@yahoo.com 10/24/08

Fredericks Derf Assessment Hearing Officer 3:2:3 Yes derf@flash.net 04/27/94

e Export to Excel

O sclect Filing Year — Choose the down arrow to toggle between years.

B Column Headings — Click on each column heading to sort (by first name, last name, position title, County
Employee status, etc.)

© Click on the filter icon to search for filers based on specific criteria

D Use this function to export all your data into an Excel spreadsheet, including column headings

12



Update Roster

This page allows you to add a new filer when a filer has assumed office, or input a Leaving Office Date when a
filer has left office. You may also edit your existing filers’ information.

Update Roster -

* Add New Filer

To add a new filer, click on the “Update Roster” tab and complete the following steps...

Add New Filer - Step One

Click on the green plus sign next to “Add New Filer”.

Agency: Board of Supervisors - Assessment Appeals Hearing Officers

Type: County

Dashboard Agency Contact Post Forms  e-Filers Reports Documents Submit Form 700
Select Roster you Wish to View: @ Filers (E0) OFilers
Department Head Certification Form
LJOK for Annual Rollover Process | Submit
View Roster Update Roster View Pending Rosters
d.d New Filer 2 Refresh
Last Name First Name Position Category  Division County Emp.  Email AQ Date
' ' '
Ajkens Debra Aszessment Hearing Officer 1,23 Yes keldeb@sbcglobal.net 10/24/08  Edit
Allen Annina Assessment Hearing Officer 1,23 Yes nallenrea@hotmail.com 10/24/08  Edit
Earnest Matt Assessment Hearing Officer 1,23 Yes rambleinla@yahoo.com 10/24/08 Edit
Evans-Graham Mona Assessment Hearing Officer 1,23 Yes mona.graham@yahoo.com 10/24/08  Edit
Fredericks Derf Asseszment Hearing Officer 1,23 Yes derf@flash.net 04/27/94  Edit
A new window with required fields will appear.
View Roster Update Roster View Pending Rosters
% Add New Filer #  Refrash
Last Name First Name Category  Division County Emp.  Email AQ Date O Date
Assuming Office Date Leaving Office Date
First Mame Designated Position N
Middle Name Acting Position [l
Last Mame Disclosure Category
Email Address Division
County Employee Cyes Cne

Employee Number

Submit Roster update Cancel

13




Add New Filer - Step Two

Complete the following fields to add a new filer:

View Roster Update Roster View Pending Rosters
¥ Add New Filer # Refresh
Last Name First Name  Paosition Category Division County Emp.  Email AQ Date  LO Date

Assuming Office Date H Leaving Office Date H
First Mame Designated Position @
Middle Name Acting Position ©) O

Last Name

Disclosure Category
Email Address Divisicn *

County Employee [ves [InNo

QPO®OOO

Employee Number

@' submit Roster update Cancel

@ Provide the filer's assuming Office Date

@ Enter the filer's First Name.

@ Enter the filer's Middle Name or Initial (if available).

@ Enter the filer's Last Name.

@ Enter the filer's full email address. (Please ensure that the email is current and functioning.)
® Check the appropriate box to indicate whether or not the filer is a County Employee

@ If the filer is a County employee, please enter “e” and their six digit employee number (e.g. e123456). If the

filer is not a County employee, leave this blank.

Click the down arrow to choose the designated position of the filer from the drop down menu. (The disclosure

categories for this designated position will automatically generate in the “Disclosure Category” field.)

@ Check the box if the filer is occupying an “acting” or interim position

@ Click Submit Roster update. to submit this data to the COl Administrator for approval.

% The Division field is an optional function which you can use to categorize your filers.

14




Update Roster .

To edit information or to input a Leaving Office Date, click on the “Edit” function.

View Roster

Update Roster

View Pending Rosters

4 Add Mew Filer ¥ | Refresh
T ) A I S County _ o= . LO
Last Name First Name Positio Category Division Emp. Emai AQ Date Date
W s s
Anderson Jane :loeaTdberl Echeal 1,23 No Anderson_lane@ausd.us 01/09/07 Edit
Member, School .
Andrade-Stadler Adele Board 1,23 No Andrade-5Stadler_Adele@ausd.us 12/07/04
Edit - Step One
View Roster Update Raster View Pending Rosters
| Add New Filer © | Refresh
Last Name First Mame  Pasition Category  Division  County Emp Email AQ Date
Anderson Jane Member, School Board 123 Neo Anderson_Jlane@ausd.us 01,/09/07 E@
Andrade-Stadler Adele Member, School Board 123 No Andrade-Stadler_Adele@ausd.us 12/07/04  Edit
Assumning Office Date Leaving Office Date @
First Name Designated Position @ Member, School Board
Middle Name (1) Acting Position ® O
Last Name @ Andrade-Stadler Disclosure Category

Email Address
County Employee

Employee Number

@ Andrade-Stadler_Adele@aus:
Yes ™Mo

Division

Submit Roster updat Cancel

Type the updated information in the appropriate field and/or select the Leaving Office Date by using the
calendar icon (if applicable). Then, click

for approval.

Submit Roster update.

to submit your changes to the COl Administrator

Andrade-Stadler Adele Member, School Board 123 No Andrade-Stadler_Adele@ausd.us 12/07/04  Edit
Assuming Office Date Leaving Cffice Date =

First Mame Desighated Position Member, School Board ™

Middle Name E Acting Position O

Last Name Disclosure Category

Email Address
County Employee

Employee Number

Andrade-Stadler_Adele@aus:
Yes ¥ No

Division

Submit Roster update. Cancel

(In this scenario, the filer's last name has been changed from “Andrade-Stadler” to “Stadler”)

15



Edit - Step Two

Click to confirm that you, the authorized user on this account, are submitting true and accurate
changes to this record. This action constitutes your electronic signature.

& ~ :
Message from webpage g

b [ confirm that I am the authorized user on this account and that the
changes I am submitting are true and correct. By clicking the "OK"
button, I am providing my electronic signature.

s

[ OK ] [ Cancel

Edit - Step Three
Click to confirm that you have read the terms and conditions that determine the approval of your edits.

Please allow 1-2 business days for your changes to be reviewed and approved before
they are reflected in the system. If your changes are not reflected within this

timeframe, please contact the Los Angeles County Statement of Economic Interests
Help Line at (213) 974-1748 or email us at COI-Desk@bos.lacounty.gov.

The changes you have submitted may require the filing of a Form 700 (Assuming,
Leaving or Annual Statement). If the filer's profile contains a valid emnail address, an
email notification to file the Form 700 will automatically be sent to both you and the
filer, If the filer's profile does not contain a valid email address, an electronic
notification will not be sent by the system. It is your obligation to ensure that the filer

receives a notification and that he/she submits their Form 700,

Edit - Step Four

Notice that the status of your filer is no longer in Edit mode. The status has changed to “pending” to reflect that
your edits have been submitted to the COl Administrator and are pending approval.

View Roster Update Roster View Pending Rosters
¥ Add New Filer Z Refresh
Last Name First Name Pasition Category  Division  County Emp.  Email AQ Date
't 't i 't
Anderson Jane Member, School Board 1,23 No Anderson_lane@ausd.us 01/09/07  Edit
Andrade-5tadler Adele Member, School Board 1,2 3 Mo Andrade-5tadler_Adele@ausd.us 12{0?/[]4
Gin Robert Member, School Board 1,2 3 MNo Gin_Bob@ausd.us 12/02/02  Edit

16



Edit - Step Five

Once the COIl Administrator has approved your edits, confirm that your changes were made by clicking on “View

Roster”.
View Roster Update Roster
Last Name First Name
'
Anderson Jane
Gin Robert
Redriguez-Mackintosh  Patricia
Russell-Chavez loanne
Stadler Adele
Tellez-Gaglianc Laura

Total Filer:6

Export to Excel

View Pending Rosters
Pasition

' 'd

Member, School Board
Member, School Board
Member, School Board
Member, 5chool Board
Member, School Board

Superintendent

Category

Dvision

County Emp.

Ne
Ne

Ne
Ne

Email
'
Anderson_Jane@ausd.us

Gin_Bob@ausd.us
Rodriguez-Mackintosh_Pat@ausd.us

Andrade-Stadler_Adele@ausd.us

tellez_laura@ausd.us

AO Date  LO Date

01/09/07
12/02/02
12/07/04
12/09/14
12/07/04
09/01/12

You will also notice that the status of your filer is no longer in Pending mode when you go to “Update Roster”.

View Roster Update Roster

% Add New Filer

Last Name

Anderson

Gin
Redriguez-Mackintosh
Russell-Chavez

Stadler
Tellez-Gaglianc

Total Filer:6

Export to Excel

First Name

Jane
Robert
Patricia
Joanne
Adele
Laura

View Pending Rosters

Position

W W

Member, School Board
Member, School Board
Member, School Board
Member, School Board
Member, School Board

Superintendent

Category

1,23
1,23
1,23
1,23
1,23
1,23

Division

County Emp.

No
Na
No
Na

No

Email
s
Anderson_lane@ausd.us

Gin_Bob@ausd.us
Redriguez-Mackintosh_Pat@ausd.us

Andrade-Stadler_Adele@ausd.us

tellez_laura@ausd.us

# Refresh
AQ Date

01/09/07  Edit
12/02/02  Edit
12/07/04  Edit
12/09/14  Edit

12;07;04
0970112 i
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Annual Rollover

The electronic process for annual rollover is equivalent to the manual process involving annual roster updates.
Normally, hard copy rosters are mailed to each filing officer at the end of the year, requiring the updating and
approval of the agency’s roster for the next year. Via the online system, Roster changes can now be made
throughout the year as changes occur.

Once you have reviewed your online roster and it reflects the most accurate information for your agency, you can
go to the “Update Roster” page and provide your approval to begin the Annual Rollover Process. (Note: This
functionality will only be available to you once a year. You will receive notification from the COl Administrator as
to when you should begin the rollover process.)

Annual Rollover - Step One

Go to “Update Roster”. Upon reviewing your agency’s roster, if you agree that all the filers listed are active and
should be rolled over to the next filing year, check the box next to “OK for Annual Rollover Process” and
click  Submit

User Management Pending Updates v  Dashboard  Agency Contact Roster | e-Filers Reports Documents Submit Form 700

@]K for Annual Rollover Prucess

View Roster Update Roster View Pending Rosters

% Add New Filer 2 Refresh
Last Name First Name Position Category  Division County Emp.  Email AQ Date

'd 'd 'd 'd

Bruesch Robert Member of the Board of Education 1,23 No bobbruesch@charter.net 12/10/03  Edit
Chin Maureen Member of the Board of Education 1,23 No mreenc@hotmail.com 12/12/13  Edit
Chu Anita Superintendent 1,23 No achu@garvey.kl2.ca.us 11/01/14  Edit
Lo Henry Member of the Board of Education 1,23 No generasian_xer@yahoo.com 12/10/03  Edit
Meng Keilley Member of the Board of Education 1,23 No Kmeng@garvey.kl2.ca.us 12/10/15  Edit
Trabanino Ronald Member of the Board of Education 1,23 No trabanincronald@gmail.com 12/12/13  Edit
Total Filer:6

Annual Rollover - Step Two

Click oK to confirm that you, the authorized user on this account, have reviewed your agency’s roster
and are submitting it to the COl Administrator so that the listed filers can roll over to the next filing year.

o 7 ™y
Message from webpage @

'x -~ N I confirm that I have reviewed my agency's roster and acknowledge that
&' it accurately reflects only active filers in my agency who should be
rolled over to the next filing year.

| ok || cance |
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Annual Rollover - Step Three

Once your Roster has been submitted to the COl Administrator, the “Submit” button will be replaced with a

grayed-out button that reads: Annual Rollover is pending COI Administrator approval ‘

Dashboard Agency Contact Roster | e-Filers Reports Documents

~ OK for Annual Rollover Process @ Annual Rollover is pending COI Administrator approval

View Roster Update Roster View Pending Rosters
% Add New Filer #  Refresh
Last Name First Name Position Category  Divisicn  County Emp.  Email AQ Date
i'd e e 'd

Annual Rollover - Step Four

The COIl Administrator will review and confirm your submittal, creating different roster views for the new filing
year. (Please allow up to 7 business days to be able to view your new roster.) You will notice that your roster view
has defaulted to the new filing year and the option for the Annual Rollover Process has disappeared.

User Management Pending Updates +  Dashboard Agency Contact Roster e-Filers Reports Documents Submit Form 700

Select Filing Year: |25 -
View Roster Update Roster View Pending Rosters
Last Name First Name Position Category Division County Emp.  Email AQDate  LO Date
'd N'd W N'd

Bruesch Robert Member of the Board of Education 1,23 No bobbruesch@charter.net 12/10/03
Chin Maureen Member of the Board of Education 1,23 No mreenc@hotmail.com 12/12/13
Chu Anita Superintendent 123 No achu@garvey kl2.caus 11/01/14
Lo Henry Member of the Board of Education 1,2 3 No generasian_xer@yahoo.com 12/10/03
Meng Keilley Member of the Board of Education 1,2 3 No Kmeng@garvey.kl2.ca.us 12/10/15
Trabanino Ronald Member of the Board of Education 1,2 3 No trabaninoronald@gmail.com  12/12/13
Total Filer:é

Export to Excel
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View Pending Rosters

View Roster

Last Name

Rodriguez-
Mackintosh

Russell-Chavez

Stadler

Tellez-Gagliano

Total Filer:d

Export to Excel

Update Roster

First Name

Patricia

Joanne

Adele

Laura

View Pending Rosters

Position

Member, School
Board

Member, School
Board

Member, School
Board

Superintendent

Category

1L LG

1,23

1L G

1,23

Division

No

No

No

Email

Rodriguez-
Mackintosh_Pat@ausd.us

Andrade-Stadler_Adele@ausd.us

tellez_laura@ausd.us

AQ Date

12/07/04

12/08/14

12/07/04

09/01/12

LO Date

12/04/15

Cancel

Cancel

Cancel

Cancel

If you submitted changes through the “Update Roster” function, that information will appear here until the COI
Administrator approves the changes. Once these changes have been approved by the COI Administrator, they
will no longer appear on “View Pending Rosters” page. You can then go to your “View Roster” tab to see your

updated roster.

To cancel any newly submitted edits that have not yet been approved by the COl Administrator, click on
“Cancel”. Note: these changes will not reach the COl Administrator for approval.
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Department Head Certification Form

The Department Head Certification Form is used to reflect your department’s filers’ Annual Form 700 filing status
as of each year’s April 1 deadline. It is collected annually from your department and should be signed by your
Department Head as acknowledgement that he/she is aware of your department’s filers’ filing status. Via this
online system, the names of your department’s filers who have not yet filed their Statements of Economic
Interests will be automatically prepopulated onto the form.

Agency: Board of Supervisors - Assessment Appeals Hearing Officers Type: County

Dashboard Agency Contact Roster Post Forms e-Filers Reports Documents Submit Form 700

Select Filing Year: s =

Sele e a-Mlich to View: CFilers (EO) ®Filers
Department Head Certification Form

CJ oK tor AT I PFrocess | Submit
View Roster Update Roster View Pending Rosters
Last Mame First Mame Position Category Division  County Emp. Emiil AQ Date LO Date
'd 'd ' '
Testor John Position Testor 12 No dgarcia@bos.lacounty.gov 12/16/15  11/19/15

Total Filer:1

Export to Excel

To generate the Department Head Certification Form for your agency, simply click on the link.

TO16NN DEFANTHENT HEAD CERTIFCA TION FORM

L L L L T T
o e [ (W)

bomsare e L [

You may or may not have filers listed. If all of your agency’s filers submitted their Annual Statement by the April
1% deadline, the bottom portion of the form will be blank. However, if you have any filers in your agency at the
time that this form is generated, who have not yet filed their Annual Statement, you should see their name and
designated position. In this case, you should print the form and provide a reason as to why their Annual
Statement was not submitted.

Once your form is completed and signed by your Department Head, you can email it to
COl-Desk@bos.lacounty.gov or mail the original to the address on the bottom of the form.
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Email Notifications

Once a new filer profile has been created, if the filer's profile contains a valid email address, an automatic email

notification will be sent from the COI-Desk to both you and the new filer advising him or her to submit an
Assuming Office Statement. (Note: This feature will be activated after the 2016 Annual Filing Period.)

COtDest St lmcmummy g
A
g Moer wflael

FORM 200 ASSUNING OFFICE STATEMENT DUE SNITIAL NOTFCATION

WELCOME TO THE NEWLY ENHANCED E-FILING SYSTEM FOR FORM 700

(Filer Name):

Our records Indicate that you assumed a position with Agency Name on Assuming Office Date which requires you to file
an Assuming Office Statement of Economic Interests (Form 700)

You may file your Form 700 eloctromclny uung the Los Anqohs County E-Filing Systam (Your log on information ﬁll be

Hmvu should you ohoou to ﬂlc your Form 700 by hlrd copy, you MII noad to comnct your ogency s fﬂlng cﬂiw to oblm
a blank form and your disciosure requirements

The reporting period covered by this filing must encompass the 12 months prior to the date you assumed office. The
deadiine for submitting your Form 700 is Due Date Failure to file by the due date may subject you to late fling fees

Should you require assistance with your disciosure requirements. please contact your Filing Officer/Official, (Name of Filing
Officer/Official) at (Filing Officer/Official Contact #).

A e Tiling supports Ihe snvironment through paper rodection

The filer will receive a separate email containing his/her log in information.

COLOest Phoc lacoutity. gaw

fler

FORM TO0 ASSUMING OFFICE STATEMENT (LOGIN INFORMATION,

WELCOME TO THE NEWLY ENHANCED E-FILING SYSTEM FOR FORM 700

(Fller Name):

Our records indicate that you assumed a position with Agency Name which requires you to file an Assuming Office
Statement of Economic Interests (Form 700)

To file your Form 700 electronically, via the Los Angeles County E-Flling System, simply click this link:
https:/lacform700 lacounty gov and log on using the information below:

USERNAME: XO00(XXX
TEMPORARY PASSWORD: XXX

For questions regarding the e-filing system, please contact us at (213) 974-1748 or COl-Desk@bos |acounty. gov.

A e Filling supports the ennirnament thraough paper reduc ion
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Upon the submission of a leaving office date, if the filer’s profile contains a valid email address, an automatic
email notification will be sent to both you and the filer, advising him or her to submit a Leaving Office Statement.

Prop * COA Dtk @0 UL Macoumty. guy
T, ey
L g officer uftcial
e
Suhjert FORM T00 LEAVING OFFICE STATEMENRT DUE [RITIAL MOTIFICATION)
HASE Y MRy SHE SN R R S AR NS (SN SUIRES SIS A S0 B RS NS SIS KA R
(Filer Name):

Our records Indicate that you left your position with Agency Name on Leaving Office Date which requires you to file a
Leaving Office Statemant of Economic Interests (Form 700). The deadline for submitting your Form 700 Is Due Date

You may file your Form 700 electronlcally uamg the Los Angem County E-Filing System, ( _gu_mmﬂm

ﬂl.lm Howwor shousd you choou to file your Fotm 700 by hard copy you will nood to comac: your agency’'s Mlng officer
to obtain a blank form and your disciosure requirements,

Should you require assistance with your disclosure requirements, please contact your Filing Officer/Official, (Name of
Flling Officer/Official) at (Filing Officer/Official Contact #).

Actillag supports the environment through poper reduction

If this is the first time the filer is using the online system, he/she will receive a separate email containing his/her
log in information.

Foapp * CENDerk @ has lacnunty.gos
Ta, far
L
Bit
et FORM 200 LEAVING OFFICE STATEMMENT LOGIN IFORMATION)
) 5 1b
(Filer Name):

Our records indicate that you left your position with Agency Name on Leaving Office Date which requires you to file a
Leaving Office Statement of Economic Interests (Form 700). The deadline for submitting your Form 700 is Due Date

To flie your Form 700 electronically, via the Los Angetes County E-Filing System, simply click this link:
hitps:/lacform 700 lacounty gov and log on using the Information below:

USERNAME: XOOOXXXX
TEMPORARY PASSWORD: XXXXXXX

For questions regarding the e-filing system, please contact us at (213) 974-1748 or COI-Desk@boes lacounty gov.

A e Fling supports the snvranment throwgh paper reduction
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Post Forms

The Post Forms section allows you to record the receipt of the hard copy forms you receive from your agency’s
filers. However, please note that if filers submit their Form 700 electronically, you will not be able to post a hard
copy version here, as their SEl record will have already been received and will automatically change their filing
status to “Received”.

Note that you will not be able to post EO Filers, since their filings are the responsibility of the Executive Office.
(Hard copy forms submitted to you by EO Filers should be forwarded to the Executive Office of the Board of
Supervisors.)

Post Forms - Step One

Select the “Post Forms” tab and click the type of Statement of Economic Interests (SEl) you would like to post.

Agency: Board of Supervisors - Assessment Appeals Hearing Officers Type: County

Dashboard Agency Contact Roster Post Forms e-Filers Reports Documents Submit Form 700

Type of SEI: nnu assuminLeavi ng

Filing Received Date: E | Update | ClearAll | SelectAll
Form-700 Amendment
Last Name First Name Paosition County Emp. Division AQ Date LO Date Status Select
b Testor lohn Position Testor No 12/17/15 11/19/15 Pending ]

Post Forms - Step Two

Locate your agency’s filings in the grid and select the one you want by checking the box at the end of the record.

Type of SEI: Oannual OAssuming ® Leaving

Filing Received Date: B | Update || ClearAll | SelectAll
Form-700 Amendment
Last Name First Name Position County Emp. Division AQ Date LO Date Status Select
» Testor John Paosition Testor No 12/17/15 11/19/15 Pending li

If you have more than one filing to post at a time, and all your filings were received on the same date, you can use
the “Select All” function to select all your filings and post them at the same time.

Type of SEIL: OAannual O Assuming® Leaving

Filing Received Date: E | Update || ClearAll

Form-700 Amendment
Last Name First Name Paosition County Emp. Division AQ Date LO Date Status Select
b Testor John Position Testor No 12/17/15 11/19/15 Pending
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Post Forms - Step Three

Using the calendar icon, select the “Filing Received Date”

Dashboard Aguncy Contact Roster Post Forms o-Fllors Reports

Type of SEI: Oannual O Assuming ® Leaving

Documents

Submit Form 700

Filing Received Date: Update Clear All Select All
“ o January, 2016 L L4
Form-700 5§ M T W T F §
Last Name 1 4 County Emp Division AQ Date LO Date Status Select
2 3|4/ 5 6 7 8 9 ; 8
b Testor Bl . i a3 }nm No 12/47/15 11/19/15 Pending “l
4
r
5
6
Post Forms - Step Four
Using the calendar icon, select the “Filing Received Date”
Dashboard  Agency Contact  Roster | Post Forms | e-Filers Reports Documents  Submit Form 700
Type of SEI: CAnnual O Assuming ® Leaving
Filing Received Date: | 1/4/2016 Clear All || Select All
Form-700 Amendment
Last Name First Name Pasition County Emp. Division AQ Date LO Date Status Select
# Testor John Position Testor No 12/17/15 11/19/15 Pending ]
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e-Filers

This section will provide you with a list of all filers in your agency who have filed their Form 700 electronically.

Dashboard Agency Contact  Roster | e-Filers Reports Documents

© select Filiy Year: s O l

9 Last Name First Name MI EmployeeNumber
W w
b Greenstein Jay D
9@ Koretz Paul NOOL119
»  Sahli-Wells Meghan Gwethalyn
B Westall Andrew J

Total Filer: 4

O select Filing Year — Choose the down arrow to toggle between years.
® Column Headings — Click on each column heading to sort alphabetically by first name or last name

© Click on the arrow next to a filer's name if you wish to view a list of their electronically filed statements for the

year selected.

Select Filing Year: |05 v
Last Mame First Name MI EmployeeMumber
\'é Kt
#  Greenstein lay D
a  Koretz Paul NO01119

Agency Name
9 Exposition Metro Line Construction Authority e Annual

O Click on “View Report” to view, in real time, a pdf version of any Statement that has been filed electronically.

The moment a filer's Statement/Report has been submitted, it is time stamped and considered filed.

© To locate the Statement you wish to view, look for the Form Type (e.g. Annual, Assuming, Leaving). In this

case, the filer's Annual Statement is ready for viewing.
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Reports

The Reports section allows you to generate a report of Received or Pending Statements of Economic Interests
(SEls) by Form Type (e.g. Annual, Assuming Office, Leaving Office) and by year.

User Management ~ Pending Updates +  Dashboard  Agency Contact Roster PostForms  e-filers | Reports = Documents  Submit Form 700

© Select Filing Year: s ®
Select Roster you Wish to View: ®Filers (E0) OFilers
© Type of SEI: Oannual @ Assuming O Leaving
O status: ®Rreceived O Pending
9 Run Report

O select Filing Year — Choose the down arrow to toggle between years.

@ Seclect Roster You Wish to View - Select the group of filers for which you wish to generate a report

® Selecting Filers (EO) will display a list of only those filers of your agency who submit their original Form

700s to the Executive Office of the Board of Supervisors
® Selecting Filers will allow you the ability to generate reports that a list of filers in your agency who
submit their original Form 700s to you
© Type of SEI — Select the type of SEl you wish to generate a report for
O Status — Choose between Received or Pending Statements

© Click “Run Report” to view the criteria you selected in a report form

Last Name First Name MI EmployeeNumber Date Received
Testar John NO00712
Total Filer: 1

Export to Excel

Once you have run a report, you can click “Export to Excel” to export the data to a printable document
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Documents

This section will provide you with the capability to upload and store miscellaneous documents related to each

filer on your roster. To add a document, follow these steps:

Uploading Documents - Step One

Choose the profile where you would like to store your document by clicking on the arrow next to the filer’s

name.

Dashboard  Agency Contact Roster  e-Filers  Reports | Documents

Select Filing Year: 25 v
Last Name First Name Position County Emp. Division
'd 'd
@ Anderson Jane Member, School Board
b Andrade-Stadler Adele Member, School Board
b Garcia Con Member, School Board True
¥ Gin Robert Member, School Board
b Nixion Richard Superintendent True
b Rodriguez-Mackintosh Patricia Member, Schoaol Board
b Russell-Chavez Joanne Member, School Board
b Tellez-Gagliano Laura Superintendent
Uploading Documents - Step Two
To upload a document, click on the green plus sign next to ' Add Mew File
Dashboard Agency Contact Roster  e-Filers Reports Documents
Select Filing Year: | z0s v
Last Name First Name Position County Emp. Division
s W
4 Anderson Jane Member, School Board
d New File # | Refresh

File Name Form Type

View File Chief Board Services 11-18-15.pdf_AF44996.pdf Miscellaneous
View File 87200 Filers Assuming Office.pdf_AF44996.pdf Miscellanecus
View File 87200 Filers Leaving Office.pdf_AF44996.pdf Miscellaneous
View File AF101-20151208085915_AmendmentUpload.pdf
View File AF100-20151208080624_AmendmentUpload.pdf
View File AF44995_AnnualFilingUpload.pdf Form700

b Andrade-Stadler Adele Member, School Board

»  Garcia Con Member, School Board True

Created Date

12/08/15
12/08/15
12/08/15
12/08/15
12/08/15
12/08/15
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Uploading Documents - Step Three

Identify the type of file you wish to upload (i.e. Form 700, Amendment or Miscellaneous ltem)

Select Filing Yea(: 2015 -

Last Name First Name Position County Emp. Division

Vi W
4 Anderson Jane Member, School Board
% | Add New File # | Refresh
File Name Form Type Created Date

Select File Type: | Form 700 - (eeleciag] Add Cancel

This Filer has no file.
» Gin Robert Member, School Board
#  Rodriguez-Mackintosh Patricia Member, School Board
b Russell-Chavez Joanne Member, School Board
»  Stadler Adele Member, School Board False
b Tellez-Gagliano Laura Superintendent

Uploading Documents - Step Four

Once you have selected your file type, clickon | seet | to browse through your computer files and locate the
document you wish to upload.
Dashboard Agency Contact Roster e-Filers Reports Documents
Select Filing Year: s -
Last Name First Name Position County Emp. Division
' 'd
4 Anderson Jane Memkber, School Board
4 Add New File # Refresh
File Name Form Type Created Date
Select File Type: | Miscellaneous N Add Cancel
View File Chief Board Services 11-18-15.pdf_AFA4995.pdf Miscellaneous 12/08/15
View File 87200 Filers Assuming Office pdf_AF44996.pdf Miscellaneous 12/08/15
View File 87200 Filers Leaving Office.pdf_AF44996.pdf Miscellaneous 12/08/15
View File AF101-20151208085915_AmendmentUpload.pdf 12/08/15
View File AF100-20151208080624_AmendmentUpload.pdf 12/08/15
View File AF44996_AnnualFilingUpload.pdf Form700 12/08/15
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Uploading Documents - Step Five

Highlight the document you wish to upload and click on

,., —— T = ==
’\ 8 .. » Computer » mgmntserv_data$ (\\bosvfs) (5:) » ScanDocs 'L" | I Search ScanDocs pel
Organize v New folder =~ 0 @
4 Downloads 4 Name ° Date medified Type Size i
‘£l Recent Places X [Untitled]_2015111621022100 11/16/20158:29 AM  Adobe Acrobat D... 2825KB (3
/. COICRM ENHANCEMENTS T [Untitled]_2015111701524400 11/16/20151:19 PM  Adobe Acrobat D... 1,044 KB "
X [Untitled]_2015111803435200 11/17/20153:10 PM  Adobe Acrobat D... 465 KB
4 9 Libraries 3 [Untitled]_2015111803445700 11/17/20153:11 PM  Adobe Acrobat D... 436 KB |
v [ Documents ‘ T [Untitled]_2015111803461400 11/17/20153:12PM  Adobe Acrobat D... 1,844 KB
b @) Music |- X [Untitled] 2015120900212000 12/8/201511:44 AM  Adobe Acrobat D... 314 KB |
b [ Pictures X [Untitled]_2015120900352800 12/8/201511:58 AM  Adobe Acrobat D... 2KB
> B Videos Ll 3 [Untitled]_2015120900361900 12/8/201512:00 PM  Adobe Acrobat D... 358 KB l
X [Untitled]_2015120903074000 12/8/20152:33PM  Adobe Acrobat D... 481 KB
4% Computer FX [Untitled]_2015121722463500 12/17/201510:08 ...  Adobe Acrobat D... 723 KB
> &y OSDisk (C:) ~ I [Untitled]_2015121900114300 12/18/201511:33...  Adobe Acrobat D... 946 KB -
File name: ~  [AllFiles () -
A

Uploading Documents - Step Six

The document will be temporarily held in queue until you clickon Add to permanently add the document to

your filer’s profile. Click if you decide you do not want to upload the document after all.

Dashboard Agency Contact Roster  e-Filers Reports Documents

Select Filing Year: | s -

Last Name First Name Position County Emp. Division

i 'é
»  Anderson Jane Member, School Board
4  Andrade-Stadler Adele Member, School Board
% Add New File ¥  Refresh
File Mame Form Type Created Date
® [Untl’tled]_2015111621022100.pd
Select File Type: | Mizcellanegus - Cancel
| Select |
View File AF44999_AnnualFilingUpload.pdf Form700 12/08/15
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Viewing Documents - Step One
Choose the profile from which you would like to retrieve a document by clicking on the arrow next to the filer's

name

Dashboard Agency Contact  Roster  e-Filers Reports = Documents

Select Filing Year: |35 -
Last Name First Name Position County Emp. Division
'd '
@Anderson Jane Member, School Board
¢ Andrade-Stadler Adele Member, School Board
» Garcia Don Member, School Board True
Viewing Documents - Step Two
To view a document, click on | view il
Dashboard Agency Contact Roster  e-Filers Reports Documents
Select Filing Year: | s -
Last Name First Name Position County Emp. Division
'd '
4 Anderson Jane Member, School Board
% | Add New File # | Refresh

View File
View File
View File
View File

View File

File Name

Chief Board Services 11-18-15.pdf_AF44996.pdf
87200 Filers Assuming Office.pdf_AF44996.pdf
87200 Filers Leaving Office.pdf_AF44996.pdf
AF101-20151208085915_AmendmentUpload pdf
AF100-20151208080624_AmendmentUpload.pdf
AF44996_AnnualFilingUpload. pdf

Form Type

Miscellaneous
Miscellaneous

Miscellanecus

Form700

Created Date

12/08/15
12/08/15
12/08/15
12/08/15
12/08/15
12/08/15
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Need Assistance?

For assistance with the use of Los Angeles County Electronic Roster System, please use the following contact

information:

> Email: COl-Desk@bos.lacounty.gov

T: 213-974-1748

Nansi Buenrostro

Therese Yepez

Andrea Petty



http://www.bing.com/images/search?q=help+button&id=1CE8102DB7BFD05A7B6FB00B16F14D1174289D49&FORM=IQFRBA
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